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A classified guide to all major features 
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ACHIEVEMENT AWARD WINNERS 


Award-Winning Operation Focal 
Point for Intra-Office Tasks — Camp 
Dresser and McKee accepts work 
from 15 field offices around the 
world, by William L. Selsky, assistant 
editor (July, p. 12). 

Bank and College Pool WP Efforts 
to Gain Merit Award — Continental 
Bank trains and recruits a mix of stu- 
dent and housewife labor to run 
satellite WP center at a local college, 
by Willoughby Ann Walshe, manag- 
ing editor (Aug., p. 16). 

Electronic Mail Speeds Appeals 
Process for Third Circuit — System 
that prepares and disseminates 
opinions becomes model for federal 
courts (Oct., p. 16). 

NASA Integrates WP/DP Tasks 
for Efficiency — Operation serves 
12,000 personnel, including on-base 
contractors, by William L. Selsky, 
assistant editor (Sept., p. 35). 

Security Pacific National Bank 
Develops WP Office ‘85 — Am- 
bitious WP plan for the future being 
implemented by first place “WP 
Achievement Awards” winner, by 
Willoughby Ann Walshe, associate 
editor (June, p. 12). 

WP Achievement Awards Pre- 
sented by WPW at Breakfast 
Ceremony — Winners feted at event 
in Chicago (Aug., p. 30). 


ASSOCIATIONS AND EVENTS 


Chicago Site of Syntopican Vil — 
Theme is technological gains of the 
last decade (May, p. 31). 

Educators Surveying WP Training 
Needs — Delta Pi Epsilon seeking 
data for educators and businesses 
(Newsfront, Nov., p. 6). 

Electronic Facsimile Group 
Formed — User and vendor group 
started in Florida (Newsfront, Feb., 
p. 16). 

Equipment Show Slated for Mid- 
dle East — Demand for office equip- 
ment up in Gulf regions (Newsfront, 
June, p. 10). 

Expo-Sium Slated for Next Month 
— 42 seminars highlight three-day 
conference in Wisconsin (Feb., p. 


Information Systems Focus of 
IWP Shows — Integrating equip- 
ment into a total office system is 
main thrust of shows (Aug., p. 32). 

IWP Changes Plans on Name 
Change — IWP board decides to sur- 
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vey members first (Newsfront, Nov., 


p. 6). 

IWP Fall Conference Set in 
Houston — Registration deadline 
set to avoid overcrowding 
(Newsfront, Oct., p. 6). 

IWP to Aid on WP Training — 
WP's impact on office careers and 
training to be assessed (Newsfront, 
Jan., p. 6). 

Los Angeles Hosts IWP Spring 
Show — Symposium expected to be 
largest one yet (Newsfront, Jan., p. 
8 


NCC Show Doubles Space — 
March show will have 47,000 square 
feet of display area (Newsfront, 
Nov., p. 6). 

Syntopican Moved to Minneapolis 
— IWP Show goes from hotel to con- 
vention center (Newsfront, Nov., p. 


CENTER SKILLS 


Advertise WP Services — Ads in 
the company’s directory can gain 
centralized dictation users (At the 
Keyboard, March, p. 39). 

Coating Reduces CRT Glare — 
Bonded onto face of screen or as a 
stand-alone panel mounted on CRT, 
coating can reduce eyestrain (At the 
Keyboard, Nov., p. 54). 

Correctable Ribbon Is Touchy — 
Performance depends on special 
handling (At the Keyboard, May, p. 
46). 

Dri Tape Lifts Clean — How to 
prevent lift-off tape from sticking to 
the typing shield and/or element (At 
the Keyboard, June, p. 50). 

Improving Time Use — List how 
day is spent, and review list for 
waste (At the Keyboard, July, p. 37). 

New Ways to Uniformity — Let 
the experienced operator format and 
start long documents, and the less 
experienced operator finish up (At 
the Keyboard, Jan., p. 48). 

Packaging Documents Securely 
— The safe arrival of a package 
depends equally on the postal ser- 
vice and packaging (At the 
Keyboard, Oct., p. 48). 

Powder Unjams Rollers — When 
sheet feeder rollers are sticky, baby 
powder often solves the problem (At 
the Keyboard, Aug., p. 44). 

Preparing a Demo Package — 
Ready material that summarizes 
your company’s WP needs (At the 
Keyboard, July, p. 37). 


Replace Characters — Uppercase 
characters can be deleted on print 
wheels to make room for special 
characters (At the Keyboard, Sept., 
p. 50). i 

Right Type Aids Readers — 
Different typing elements can be 
used to enhance document's impact 
(At the Keyboard, July, p. 37). 

Sticky Tape Problems — Excess 
glue off IBM Selectric’s plastic card 
holders can be eliminated (At the 
Keyboard, April, p. 48). 

Tabulate with Care — Don’t go 
overboard with indentations (At the 
Keyboard, Feb., p. 50). 

Tracer-Track Index on Cassette — 
New method solves problem of mis- 
placed slips separated from the 
cassette (At the Keyboard, Nov., p. 
54). 

Type Styles for Report Design — 
Operators can take advantage of 
various types to produce more at- 
tractive material (At the Keyboard, 
March, p. 39). 

WP Proficiencies Required — 
College program demands that typ- 
ing, transcription, and language 
proficiency objectives be met in addi- 
tion to mastering course content and 
working in WP center (At the 
Keyboard, Jan., p. 48). 


EQUIPMENT AND SUPPLIES 


Blind Operator Hears Errors — 
Characters and character lengths 
make different sounds on printer (At 
the Keyboard, Jan., p. 48). 

Bubble Advances Seem Destined 
for WP — Improvements by Bell 
Labs and Intel Corp. could lead to a 
floppy disk alternative (Newsfront, 
June, p. 8). 

Chairs Keep the Mind Alert — 
Right chairs contribute to work 
effectiveness (At the Keyboard, 
May, p. 46). 

A Checklist for Selecting Typeset- 
ting Equipment — Organized ap- 
proach to choosing machines, by Lin- 
da E. Strub (July, p. 14). 

The Critical Areas in Planning 
WP/Photocomposition Integration 
— Few precedents established in 
how to combine typing/printing func- 
tions, by Willoughby Ann Walshe, 
managing editor (Oct., p. 12). 

Dictation Equipment: New 
Systems, New Features Give Added 
Flexibility — Manufacturers offering 
more complete systems, by Charles 


B. Cumpston, executive editor (Feb., 
p. 24). 

Electronic Mail Diversifies with 
Technological Innovations — Partial 
or fully automated systems speed 
messages across land-based and 
satellite networks, by Willoughby 
Ann Walshe, associate editor (April, 
p. 15). 

Growing Number of Supply Ven- 
dors Gives Users More Options — 
Wider variety of products are 
available at lower prices, by 
Willoughby Ann Walshe, managing 
editor (Nov., p. 18). 

High Software Costs Can Be 
Reduced — Utilizing sophisticated 
applications can cut costs 
(Newsfront, March, p. 6). 

How Sort, Search, Math, and 
Equations Software Packages Work 
— Specialized programs offer flex- 
ibility for multi-function operation 
(Nov., p. 38). 

How the Electrostatic Copying 
Process Works — The steps ex- 
plained (July, p. 25). 

IBM Introduces Printer Which Can 
Link WP and DP — IBM brings out 
communicating laser printer, the 
6670 Information Distributor (April, 
p. 36). 

New Copiers Mean More Flex- 
ibility for WP/AS — Technological in- 
novations give alternatives for han- 
dling the distribution process, by 
Willoughby Ann Walshe, managing 
editor (July, p. 18). 

New Equipment Means More 
WP/AS Filing Methods — Diverse, 
expandable product lines aid in filing 
and retrieval, by Willoughby Ann 
Walshe, associate editor (March, p. 
17). 

New Machines Ease the Way for 
Closer WP/Typesetting Link — 
Equipment flexibility is the key to 
coordinating these output methods, 
by Charles B. Cumpston, executive 
editor (June, p. 22). 

New Text-Editing Equipment Has 
More Capability for Less Cost — 
Most manufacturers have expanded 
their lines, by Charles B. Cumpston, 
editor (Sept., p. 20). 

New WP/AS Furnishings Styles 
Provide Flexibility for Individual 
Arrangements — _ Specialized 
designs increase productivity, by 
Willoughby Ann Walshe, associate 
editor (Jan., p. 28). 

Optical Character Recognition: 
High-Speed Input Increases Reliabil- 
ity — Manufacturers’ improvements 
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place fewer constraints on accepting 
material, by Willoughby Ann Walshe, 
associate editor (May, p. 18). 

Printing Expenses Could Finance 
Terminals — Eliminating printers 
and paper from office could result in 
savings to buy terminals (Newsfront, 
Sept., p. 9). 

Stat Typing Fly-Off Shows 
Machine Flexibility — Lanier, Lex- 
itron, Vydec, Wang, and Wordstream 
Statistical typing capabilities com- 
pared (Jan., p. 36). 

Terminal Use Linked to Ease of 
Software — Study finds users dislike 
programming on their own 
(Newsfront, Oct., p. 8). 

13 Questions You Should Ask 
About Text-Editing Equipment — 
Answering these questions can help 
Clear the picture of which equipment 
will best fit the situation, by Warner 
H. Strong (Sept., p. 32). 

The Trade-Offs Between Single 
and Dual Floppy Disk Equipment — 
Single disk drives are less expensive, 
but dual drive units are more flexible 
(Nov., p. 14). 

Users Urged to Apply Existing 
Technology — Micrographics users 
can expand applications without try- 
ing untested developments (News- 
front, May, p. 8). 

We Moved to New Systems... — 
New text-editing equipment and aux- 
iliary devices give greater flexibility, 
by Geoffrey C. Lewis, assistant 
editor (Jan., p. 18). 

Where Is Voice Recognition Now? 
— The past year has brought it 
nearer to being a practical WP goal 
(June, p. 28). 

Word Processing and Micro- 
graphics Natural Allies for Storage 
and Retrieval Systems — Practical 
applications are more theory than 
reality, although sufficient reason 
exists for integration (Oct., p. 22). 

Writing Instruments Have Place in 
WP — Pens, pencils, and markers 
handle editing and labeling chores, 
by William L. Selsky, assistant editor 
(June, p. 34). 

WP Finishing Equipment Auto- 
mates the Final Steps — Many 
machines are available for collating 
and binding documents, by William 
L. Selsky, assistant editor (Aug., 
p. 18). 


EUROPEAN OVERVIEW 


Europe Changes Its WP Perspec- 
tive — Total office mechanization 
being explored, by Keith Wharton, 
European correspondent (Letter 
From Europe, May, p. 42). 

European Market Faces Steady 
Growth Period — From 1981 to 
1986 more text-editing equipment 
expected than in years from 1978 to 
1981 (Newsfront, Aug., p. 8). 

Fairs Please Buyers, Worry Ven- 
dors — Buyers are able to go to 
more shows, resulting in increased 
overhead for vendors, by Keith 
Wharton, European correspondent 
(Letter From Europe, Jan., p. 46). 

Hannover Shows _ Electronic 


Typewriters — At world’s largest 
equipment exhibition, electronic 
typewriters proliferate, by Keith 
Wharton, European correspondent 
(Letter From Europe, July, p. 36). 
New Storage Techniques Devel- 
oped — Magnetic bubbles and the 
use of lasers are becoming more 
applicable to WP, by Keith Wharton, 
European correspondent (Letter 
From Europe, Sept., p. 46). 
Predictions for the Year Ahead — 
Need for constant hardware 
monitoring seen for users; manufac- 
turers expected to produce more 
electronic typewriters, by Keith 
Wharton, European correspondent 
(Letter From Europe, March, p. 42). 
Shows on Both Sides of the 
Ocean — Syntopican in the U.S. and 
the WP Exhibition and Conference in 
London are two biggest, by Keith 
Wharton, European correspondent 
(Letter From Europe, Nov., p. 52). 
U.S. Equipment to Be Shown in 
France — U.S. Department of 
Commerce sponsors exhibition 
(Newsfront, May, p. 8). 


INDUSTRY INFORMATION 


A. B. Dick Agrees to Acquisition 
— General Electric Co. of London to 
purchase A. B. Dick (Newsfront, Jan., 
p. 6). 

A. B. Dick, 3M, NBI Reduce Prices 
— Text-editing machines reduced in 
price (Newsfront, Oct., p. 6). 

A-M Changes Name to Reflect 
New Image — Addressograph- 
Multigraph Corp. becomes AM Inter- 
national Inc. (Newsfront, Jan. p. 8). 

AM to Provide Copier for SBS 
System — Copier system to function 
as a large-scale electronic mail 
delivery system (Newsfront, May, p. 
8 


AT&T Criticizes Proposed Bills — 
Bell contends allowing other com- 
panies to share in phone network 
would ruin it (Newsfront, June, p. 
10). 

AT&T Practices Unfair, Claim 
Interconnects — FCC petitioned to 
halt Bell and other common 
carriers’s “predatory pricing” 
(Newsfront, March, p. 6). 

Bowne Forms New Division — 
Cyberway Services created to imple- 
ment Bowne’s hardware/software 
compatibility program (Newsfront, 
May, p. 8). 

Communicating Units Sales Up 
Sharply — 1978 sales may be up as 
much as 900 percent (Newsfront, 
Jan., p. 6). 

Compugraphic to Buy Quadex 
Corp. — Phototypesetting manufac- 
turer acquires Quadex (Newsfront, 
May, p. 8). 

CompuScan, Wang Marketing 
Agreement — Users buying Com- 
puScan OCR units to be used with 
Wang machines to receive support 
from Wang (Newsfront, May, p. 8). 

Contoured Keyboard Being 
Marketed — Maltron’s ergonomic 
keyboard selling in England 
(Newsfront, Feb., p. 16). 


WORD PROCESSING SYSTEMS 


CPT to Add Dealers in 40 Cities 
— Hopkins, Minn., text-editing 
manufacturer expands (Newsfront, 
May, p. 8). 

DEC Opening Retail Outlets — 
Digital Equipment Corp. begins a 
nationwide chain of outlets for WP 
and DP equipment (Newsfront, 
March, p. 6). 

“Father of WP” Retires from IBM 
— Ulrich Steinhilper leaves IBM's 
German WP division (Newsfront, 
April, p. 8). 

FCC Leans Towards Lifting 
Regulations — Except for AT&T, 
government restrictions for telecom- 
munications firms may be lifted 
(Newsfront, July, p. 8). 

Government Split Over Electronic 
Mail — Some federal agencies for, 
others against Postal Service's 
providing it (Newsfront, July, p. 8). 

IBM Announces Price Changes — 
OS/6 products and Series II! copier 
prices drop but service contract 
prices increase (Newsfront, Feb., p. 
16 


IBM Supplies by Phone — WP 
supplies can be ordered from IBM 
headquarters (At the Keyboard, May, 
p. 46). 

Japanese Spend More on 
Research than U.S. — Study finds 
Japanese electronics firms acting to 
strengthen their positions in the in- 
tegrated circuits and DP fields 
(Newsfront, June, P. 8). 

LCS Closes Down After Loan 
Default — Shared-logic equipment 
manufacturer closes after eight 
years (Newsfront, Jan., p. 6). 

Nashua Handles Government Ac- 
counts — Firm takes orders from 
other manufacturers under GSA 
program (Newsfront, April, p. 8). 

NBI Launches Expansion Program 
— Overseas agreements and in- 
creased offices in U.S. announced 
(Newsfront, July, p. 10). 

Office Automation Lacks Leaders 
— Larger vendors waiting on the 
sidelines (Newsfront, Nov., p. 6). 

Pitney Bowes Acquires Dic- 
taphone — Pitney Bowes enters the 
dictation equipment market 
(Newsfront, Feb., p. 16). 

Postal Service, AT&T Enter Elec- 
tronic Mail — Both given govern- 
ment go-aheads on programs 
(Newsfront, Sept., p. 8). 

Text-Editing Exports Reach $37 
Million — Combined typewriter and 
text-editing equipment exports rise 
77 percent over 1977 (Newsfront, 
Jan., p. 6). 

Text-Editing Machine Exports In- 
crease — U.S. base up 113 percent 
over last year (Newsfront, Aug., p. 
8) 


‘3M Forms Service Center — Firm 
will provide round the clock service 
for machines (Newsfront, Aug., p. 
10) 


Wang Increasing Market Share — 
Research company predicts Wang 
will capture 10 percent of the WP 
market by 1982 (Newsfront, Feb., p. 
16). 


Xerox Announces Price Changes 
— Purchase prices on most of firm’s 
text-editing machines are reduced 


(Newsfront, April, p. 8). 

Xerox Innocent of Monopoly 
Charges — U.S. district court rules 
: anti-trust suit (Newsfront, Oct., p. 


). 

Xerox Plans Telecom Service — 
Xerox petitions FCC for satellite ap- 
proval (Newsfront, Jan., p. 6). 

Xerox, Postal Service, and Elec- 
tronic Mail — Xerox and Postal Ser- 
vice entering electronic mail market 
(Newsfront, March, p. 6). 

Xerox Reduces Visual Type 3 
Prices — Shared-logic system cost 
drops (Newsfront, Aug., p. 8). 


INSTALLATIONS 


All American Uses Systematic Ap- 
proach to Choose New Dictation 
Equipment — Chicago insurance 
company went from belt-operated 
dictation to central system (Feb., p. 
30). 

Automated Procedures Stream- 
line Work Flow — Ailendale Mutual 
Insurance Co. uses all aspects of WP 
(Feb., p. 11). 

Clerical Requirements Reduced 
by Word Processing Operation — 
First Pennsylvania Bank of 
Philadelphia serves over 2,000 prin- 
Cipals with five centers (Feb., p. 13). 

GSA Praises WP Installations — 
Social Security Administration and 
Army complimented for ways of im- 
plementing WP (Newsfront, Aug., p. 
8) 


Individual WP Users: A Self- 
Sufficient Breed — Text-editing 
equipment expands small office 
capabilities to generate  cor- 
respondence, billings, and research 
(June, p. 18). 

Law Firm’s WP Center Operates 
in Two Shifts — Chickering and 
Gregory of San Francisco has 
decreased overtime salaries and in- 
creased document turnaround 
through shift plan (Feb., p. 14). 

Mini Units Support Center at 
Rockwell — Rockwell international 
has grown from a six operator WP 
system to 60 (Jan., p. 13). 

A Multi-Location WP Operation 
that Is Still a Team — Gulf Refining 
and Marketing’s three WP 
operations are geographically dis- 
persed, but centrally coordinated 
(April, p. 10). 

Standard Tasks Keep WP Center 
Intact at Colonial Penn Insurance — 
Philadelphia insurance firm has cen- 
tralized system (Jan., p. 16). 

Ward’s WP Is Now Dispersed — 
Montgomery Ward went from cen- 
tralized WP to decentralized (Jan., p. 
12). 

Where WP and DP Work Hand in 
Hand — At Research Institute of 
America, interface capabilities coor- 
dinate the work (May, p. 15). 

WP Ahoy: This Center Operates 
Afloat — USS Saipan’s system 
provides service whether on land or 
sea (Aug., p. 28). 

WP Plays Supporting Role in 
Show Biz — How CBS, 20th Century 
Fox, and Warner Records use WP, by 
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Willoughby Ann Walshe, associate 
editor (March, p. 12). 


MANAGERIAL OVERVIEW 


Developing New Sources of Per- 
sonnel — Utilize existing personnel 
more effectively, hire trainees and 
part-time help, by Erwin R. Hanson 
(Manager's Memo, March, p. 36). 

How to Design an Effective Filing 
System — Get input from AS 
secretaries and principals and police 
files frequently, by Erwin R. Hanson 
(Manager's Memo, June, p. 48). 

How to “Find” Trained WP Per- 
sonnel — Look for potential WP 
operators both inside and outside 
the company, by Jeffrey N. Krause 
(Manager's Memo, Oct., p. 40). 

Implementing Electronic Mail — 
Managing it properly means con- 
sidering how to integrate the com- 
munications network systems, by 
Jeffrey N. Krause (Manager's Memo, 
Sept., p. 42). 

Reselling Upper Management Im- 
portant, Too — WP managers need 
the support of top management for 
implementing and maintaining a WP 
system, by Jeffrey N. Krause 
(Manager's Memo, Nov., p. 46). 

Systems Control Integrates WP 
Networks — As WP grows, equip- 
ment and software must be kept 
compatible, by Erwin R. Hanson 
(Manager's Memo, Jan., p. 40). 

Using Job-Related Criteria for 
Evaluations — Evaluating a job appli- 
cant objectively is best done by 
assessing work-related skills, by 
Erwin R. Hanson, (Manager’s Memo, 
Feb., p. 44). 

Word Processing Has Built-In 
Flexibility — Management of people, 
equipment, and procedures that 
form basis of WP/AS system make 
WP adaptable to varying demands, 
by Jeffrey N. Krause (Manager's 
Memo, Aug., p. 36). 

Word Processing: Its Uses and 
Benefits — An explanation of the 
WP concept, by Walter A. Klein- 
schrod, editor (Feb., p. 7). 

Work Distribution Crucial to AS 
Success — It prevents secretarial 
overloads and ensures work gets 
done, by Erwin R. Hanson 
(Manager's Memo, July, p. 30). 

WP/AS Salaries on the Rise — 
Survey finds management pay in- 
creasing (Newsfront, Aug., p. 8). 

WP/AS Supervisors Are Multi- 
Talented People — Supervisors also 
do personnel management, systems 
analysis, and public relations, by 
Edwin R. Hanson (Manager’s Memo, 
April, p. 40). 

WP/AS Supporters Need Support 
— WP management can get prin- 
Cipals’ support by keeping them 
aware of WP’s benefits, by Erwin R. 
— (Manager’s Memo, May, p. 

). 


MANUFACTURER 
Context Concentrates on OCR — 
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Firm is betting that there will never 
be a paperless office (Jan., p. 54). 

County Photo “Typed” in WP 
Market — Jefferson, Mass., typeset- 
ting firm increasing WP customers 
(April, p. 51). 

Four-Phase Combines WP/DP — 
Cupertino, Calif., firm's software in- 
tegrates WP/DP in one computer 
(May, p. 50). 

Greyhound Aids Artec in WP Race 
— Artec International Corp. is ex- 
panding in WP with the help of funds 
and leasing agreements from 
Greyhound (Feb., p. 56). 

Herman Miller's Open Offices — 
Firm pioneered offices composed of 
movable panels (March, p. 54). 

Itek Finds WP Spurs Rapid 
Growth — Typesetting machine 
manufacturer gaining WP customers 
through interface (Aug., p. 47). 

Micom Partnership Spurs Growth 
— Philips backs European sales and 
new plant for Micom (July, p. 46). 

Pitney-Bowes Is More than Mail 
— Acquiring Dictaphone has placed 
the mail equipment/copier manufac- 
turer in the middle of the WP market 
(June, p. 70). 

Qwip Expands with Fax Market — 
Exxon subsidiary’s products com- 
petitive with communicating text- 
editing machines (Sept., p. 54). 

Royal Reenters Text-Editing 
Market — Out in 1977, firm comes 
back and gears for office of the 
future (Nov., p. 62). 

Southern Pacific Expands 
Network — Calif. firm is spending 
$50 million to increase business 
communications network (Oct., p. 
60). 


OPINION 


Computerized Telephones — Ma 
Bell’s competition, offering many 
new features, traced to Carterfone 
case, by Walter A. Kleinschrod, 
editor (March, p. 56). 

English Skills Needed for Effective 
WP System — Originators and 
operators have poor grasp of English 
language, by Pearl B. Jacobs (Sept., 
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A (Fictional) Typically Trying Day 
in the WP Center — WP supervisor 
demonstrates Murphy's Law, by Lin- 
da Mitchell (July, p. 49). 

Five Years Young — WPW’s fifth 
birthday is a time for looking forward 
and backward, by Walter A. 
Kleinschrod, editor (Jan., p. 56). 

Growing Pains — IWP conven- 
tions crowd too many manufacturers 
into sites, by Walter A. Kleinschrod, 
editor (April, p. 52). 

The Hidden Challenges of Training 
— WP instruction needed by both 
operators and originators, by Charles 
B. Cumpston, editor (Nov., p. 64). 

The Illiterate, the Careless — Lax 
proofreading and _ editing of 
documents and growing illiteracy 
could affect WP, by Walter A 
Kleinschrod, editor (July, p. 48). 

The Importance of Being Com- 
patible — Users find it difficult to 
distribute work among different 


machines and to implement new 
equipment, by Charles B. Cumpston, 
editor (Sept., p. 56). 


Is Your WP Operation Still Cost 
Effective? — To find out, implement 
production controls and coordinate 
personnel needs, by Mary Ann 
Jackson (Oct., p. 63). 

The Joys of Flex Time for Both 
Managers and Operators — Letting 
employees set their own hours 
results in greater productivity, by 
Barbara Albright (Feb., p. 61). 

Machine Dictation Fears Can Be 
Reduced by Training Sessions — 
Conventional dictation is used over 
machines due to executives’ fear of 
failure, by Anne L. Matthews and 
Patricia G. Moody (April, p. 53). 

Measuring Managers — To in- 
crease productivity, secretaries’ out- 
put is measured, why not managers’? 
by Walter A. Kleinschrod, editor 
(Feb., p. 60). 

The Message in the Awards — 
The many entries in WPW’s first an- 
nual Achievement Awards competi- 
tion are testimony to the benefits 
and accomplishments of WP, by 
Walter A. Kleinschrod, editor (June, 
p. 72). 

The 1980 WP Achievement 
Awards — 1979 WPW award 
winners had outstanding achieve- 
ments, so will the 1980 winners, by 
Charles B. Cumpston, editor (Oct., p. 
62). 

Gffice Automation Is Giving 
Wornen More Power in Large Cor- 
porations — New opportunities are 
being opened up by electronic mail, 
by James H. Carlise and Caroline M. 
Watteeuw (June, p. 73). 

One-Liners and Other Notes — 
Discussing various WP ideas, by 
Walter A. Kleinschrod, editor (May, 


p. 52). 

The Problem-Solving Differences 
Between Analysts and Technologists 
— Viewing WP solely as a new 
technology is often less beneficial to 
businesses than seeing it as one 
solution to office production 
problems, by Sharon Lee Beatty 
(May, p. 53). 

The Supervisor’s Position Is 
Crucial in Administrative Support 
Implementation — Supervisor coor- 
dinating groups of secretaries for 
WP/AS support can alleviate many 
problems, by Patricia Donaher 
(March, p. 57). 

Variety of Teaching Aids Available 
for WP Instruction — As WP grows 
in business use, educators finding 
more sources for teaching, by 
Donette C. Dake (Aug., p. 49). 

When Acquiring Text-Editing 
Equipment, Get Only the Features 
You Need — Unnecessarily complex 
machines can be unreliable, by Alan 
Mandler (Nov., p. 65). 

WP Shows Reflect Profes- 
sionalism — iWP must avoid over- 
crowding at shows, by Charles B. 
Cumpston, editor (Aug., p. 48). 

WP/Typesetting Link Changes 
Typographer’s Role — Interface unit 
relieves typographer of many past 
duties, by M. J. Baumwell (Jan., p. 
57). 


PERSONNEL 


Behavioral Aspects Key to Future 
Office —- To make future office 
technologies responsive to users, 
research needed (Newsfront, Nov., 


p. 6). 

Cumpston WPW Editor — 
Charles B. Cumpston promoted to 
editor of magazine (Newsfront, Aug., 


p. 8). 

Eye Test for CRT Users — 
Problem with CRT’s often caused by 
user's eyesight (At the Keyboard, 
Aug., p. 45). 

Office Production Affects Environ- 
ment — WP center production in- 
creases as visual and acoustical dis- 
tractions decrease (Newsfront, Nov., 
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Sexism Resolved — Manual 
makes readers aware of sexist faux 
pas (At the Keyboard, April, p. 48). 

Study Determines What Opera- 
tors Cost — Keyboard Com- 
munications determines _ that 
operators cost up to $11.59 per hour 
(Newsfront, April, p. 8). 

Test Your Production Speed — 
Divide time elapsed for preparing 
three letters by total number of 
_ (At the Keyboard, March, p. 

9). 

Text-Editing Machines Cause UN 
Strike — Operators cease work, 
fearing radiation hazards (News- 
front, April, p. 8). 

Traditional Secretaries Seek WP 
Knowledge — Poll finds one-third 
acquainted with concept; all want to 
learn more (Newsfront, July, p. 8). 


PROFILE 


Arnold Rosen Blazes Trails as WP 
Activist Educator — IWP’s new 
president also teaches WP (June, p. 
32) 


Bill Lippold Approaches WP from 
a Different Slant — Harvard 
Associates WP consultant has 
designed and installed editing 
systems (July, p. 47). 

Brenda Hunt Combines Intuition 
and Knowledge — H. Earl Smailey’s 
WP placement consultant finds jobs 
throughout the country (Jan., p. 55). 

Bushel of Projects Keeps Phyllis 
Peck Busy — Allis-Chalmers Credit 
Corp. office manager is developing 
an automated office system, attend- 
ing college, and writing books on WP 
(Nov., p. 36). 

Don Massaro Captains New Xerox 
OPD — Division president seeks to 
expand text-editing machine line 
(Sept., p. 38). 

John Connell Heads Forum for 
Thought Leaders — Office Research 
Technology Group head is also a 
computer expert and top level ad- 
ministrative manager (Feb., p. 34). 

Ken McManus Serves WP in Many 
Ways — Manager of WP/AS 
operations for Gibbs and Hill also is 
WP consultant, New York IWP presi- 
ae and a WP/AS teacher (March, 

) 


p. 33). 
Len deCarle Monitors WP/DP 
Integration — Canadian Department 
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of Defence analyst has viewed over 
three decades of WP and DP growth 
(Oct., p. 32). 

Marisa Bellisario Represents New 
Olivetti Image — Newly appointed 
president of Olivetti Corp. of 
America was instrumental in 
developing firm’s new electronic 
typewriters (April, p. 26). 

Richard Young Revamps IBM’s 
Word Processing Approach — Presi- 
dent of Office Products Division 
pushing for office of future merging 
WP/DP (May, p. 26). 

Tom Kavanaugh Guides NBI’s For- 
tunes — NBI’s president says goal is 
to make firm number two in the text- 
— equipment industry (Aug., p. 

DB). 


STANDARDIZATION 


Diebold Forms Office Study Group 
— New York City consulting firm to 
provide 23 sponsors with guidelines 
for automated office (Newsfront, 
March, p. 7). 

Government Seeks Better Use of 
WP — Government agencies urged 
to make more careful assessments 
before purchasing machines 
(Newsfront, June, p. 8). 

X4A12 to Recommend Inter- 
national Standards — Four working 
groups study definitions, codes, and 
requirements for transmitting WP 
(Newsfront, Jan., p. 8). 


SUPERVISORY OVERVIEW 


Effective Meetings Reflect Plan- 
ning — Unstructured meetings ac- 
complish little or nothing at all, by 
Dorothy Sandburg (Speaking Prac- 
tically, Oct., p. 42). 

Equipment Compatibility Ensures 
Flexibility — Linking machines from 
a different vendor allows users to 
select products that best serve 
specific requirements, by Dorothy 
Sandburg (Speaking Practically, July, 

p. 32 


How to Present Job Descriptions 
Favorably — Company evaluation 
committees must be shown that 
WP/AS positions involve more than 
secretarial functions, by Dorothy 
Sandburg (Speaking Practically, 
May, p. 38). 

How to Survive WP Catastrophes 
— Thinking ahead avoids trouble 
when text-editing equipment breaks 
down, by Michaleen Stohrer (March, 

10 


p. 10). 

Minding Telephone P’s and Q’s — 
Some rules AS supervisors should in- 
clude in telephone courtesy training 
programs, by Dorothy Sandburg 
(Speaking Practically, Feb., p. 46). 

The Potential Problems of Work- 
at-Home — Special considerations 
are necessary, by Dorothy Sandburg 
(Speaking Practically, Sept., p. 44). 

Referral Calls Aid Equipment 
Selection — Before buying WP 
equipment, call some installations, 
by Dorothy Sandburg (Speaking 
Practically, Jan., p. 42). 


The Rewards of Delegation — 
Assigning tasks ultimately results in 
upward mobility for supervisor as a 
successor is developed, by Dorothy 
Sandburg (Speaking Practically, 
Aug., p. 38). 

Telephone Survey Monitors 
Courtesies — Employees’ telephone 
manner can be determined by having 
other employees pose as callers, by 
Dorothy Sandburg (Speaking Prac- 
tically, April, p. 42). 

Throw a WP Open House — In- 
viting principals to a party and tour 
of WP center is a good way to inform 
them of available services (At the 
Keyboard, April, p. 48). 

Using Common __ Telephone 
Courtesies — How to handle specific 
situations, by Dorothy Sandburg 
(Speaking Practically, March, p. 38). 

What Systems Design Qualifica- 
tions Involve — To become involved 
in larger spheres of influence, WP 
supervisors must cultivate several 
traits, by Dorothy Sandburg (Speak- 
ing Practically, Nov., p. 48). 

Your Part in Combining WP and 
DP — Become familiarized with DP, 
by Dorothy Sandbu.g (Speaking 
Practically, June, p. 54). 


TRAINING 


College Program Teaches WP by 
Simulating Work Conditions — 
Daytona Beach Community College 
students learn skills by working in a 
functioning WP center (April, p. 13). 

Developing a Spelling Improve- 
ment Program — Individualized 
programs for operators can lead to 
better spelling, by Dr. Leonard B. 
Kruk (WP Classroom, April, p. 44). 

Effective User Training — Role 
playing situations aid originators in 
understanding WP (At the Keyboard, 
Sept., p. 50). 

Factors in Determining WP 
Curricula — First deal with con- 
straints, by Dr. Leonard B. Kruk (‘WP 
Classroom, Aug., p. 40). 

How to Organize an Introductory 
WP Course — Outside projects and 
guest lecturers should play a major 
role in the content, by Shirley 
Waterhouse (WP Classroom, Oct., p. 
44). 

How to Write a WP Grant 
Proposal — How to get funds for 
your training center, by Dr. Leonard 
B. Kruk (WP Classroom, July, p. 34). 

The Ingredients in Effective WP 
Training Programs — All users — 
operators, AS personnel, and prin- 
cipals — need instruction, by William 
L. Selsky, assistant editor (Nov., p. 
13) 


Scholarship Available for WP 
Students — Central Indiana chapter 
of IWP awards scholarship to Ball 
: University (Newsfront, April, p. 


pg Pe Manuals — Opera- 
tor training manual written in form of 
error-filled chapters by eccentric 
novelist (At the Keyboard, Nov., p. 
54 


). 
Teaching Operators Quality Con- 
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trol — Proofreading errors can 
negate WP’s benefits, by Dr. 
Leonard B. Kruk (WP Classroom, 
Feb., p. 48). 

Teaching Punctuation Skills — 
Implementing an applications- or 
competency-based __ instructional 
program, by Dr. Leonard B. Kruk (WP 
Classroom, May, p. 40). 

Teaching WP Operators Skills — 
Course should provide overview of 
WP and real-work experience, by 
Shirley Waterhouse (WP Classroom, 
Nov., p. 50). 

Typesetting Knowledge Is Impor- 
tant — The emergence of in-plant 
phototypesetting means WP per- 
sonnel need to know more about the 
fundamentals, by Dr. Leonard B. 
Kruk (WP Classroom, Jan., p. 44). 

Where to Obtain a WP Grant — 
Sources of text-editing equipment 
funds, by Dr. Leonard B. Kruk (WP 
Classroom, June, p. 52). 

WP Needs More Men — With 
more women looking down on 
secreterial/clerical jobs, more men 
must be attracted into WP/AS 
positions, by Dr. Leonard B. Kruk 
(WP Classroom, March, p. 40). 

WP’s Three Subject Categories — 
Training needed for operators, AS 
personnel, and WP management 
people, by Shirley Waterhouse (WP 
Classroom, Sept., p. 48). 


TRENDS AND FORECASTS 


And Now We're Planning the 
Future — What lies ahead for 
WP/AS depends on stage of in- 
dividual firm and WP operation, by 
Charles B. Cumpston, executive 
editor (Jan., p. 23). 

Automated Office Projected by 
1985 — The technology is currently 
available, firm says (Newsfront, Oct., 
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Better Communications Mean 
New Hierarchies — Office of the 
future technologies wiil bring about 
new arrangements (Newsfront, July, 
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p. 8). 

By 80’s, Firm Sees In-Plant Print- 
ing Up — Technology decreasing 
costs (Newsfront, Aug., p. 10). 

Communicating Units to Rival 
Telephones — Communicating text- 
editing machines could reverse trend 
toward paperless offices in 1980's 
(Newsfront, June, p. 8). 

Communications Costs Cut by En- 
coders — Devices make it possible 
to carry voice and digital data on 
same line (Newsfront, Oct., p. 8). 

Companies: Lack Own Security 
Equipment — Security measures 
needed to guard against theft 
(Newsfront, March, p. 7). 

The Data Processing Function: Its 
History and Development — DP’s 
past includes seeds of WP's begin- 
nings, by Belden Menkus (Feb., p. 
20). 

Data Processing Principles Un- 
varied Though Technology Changes 
Equipment — Hardware and 
software developments over the 
past 15 years are assessed, by 
Belden Menkus (April, p. 31). 


DP Career Path Similar to WP’s 
— DP’s development from 1964 
detailed and job definitions ex- 
plained, by Belden Menkus (March, 
p. 25). 

Electronic Mail Faces Obstacles 
— Management and personnel not 
using the equipment, holding back its 
development (Newsfront, Aug., p. 
10). 

Electronic Mail Study Assessing 
Market — Battelle Columbus 
Laboratories begins study backed by 
major companies in the electronic 
and communications field (News- 
front, April, p. 8). 

Electronics Output Up in Western 
Europe — Production levels will ex- 
ceed those of U.S. in five years 
(Newsfront, July, p. 10). 

European In-Plant Market to Dou- 
ble — Dropping prices and 
technological advances increasing 
market, research firm claims 
(Newsfront, Feb., p. 16). 

Fiber Optics Future Com- 
munications Link — Advances in 
semiconductor technology yielding 
new detection devices (Newsfront, 
Sept., p. 8). 

How WP and DP Relate — WP 
and DP functions will merge, though 
by century’s end present concepts 
will not have survived, by Belden 
Menkus (May, p. 12). 

IBM’s Share of Market Will Drop, 
Report Says — IBM's share of office 
equipment market projected to be at 
50 percent by mid-1980’s 
(Newsfront, March, p. 6). 

Laser Printer Growth Dependent 
on Cost — More competition from 
Japanese and other firms expected 
to reduce prices (Newsfront, Oct., p. 
8) 


Mass Fiber-Optics Use Over a 
Decade Away — Technical barriers 
will delay commercial use (News- 
front, March, p. 7). 

Microelectrics Spur Job Change 
— New jobs expected in long term 
(Newsfront, July, p. 8). 

An OCR in the Future — OCR 
units that can read text of standard 
typewriters are leading to OCR’s 
greater use (At the Keyboard, June, 
p. 50). 

Originators Resist Dictation Use 
— Two-thirds of installed units no 
longer actively utilized (Newsfront, 
Oct., p. 6). 

Printers to Lead Office Automa- 
tion Sales — Dominance predicted 
by 1985 (Newsfront, Jan., p. 8). 

Printing Technologies Play Role in 
WP — Flexibility in type styles and 
fast print speed will increase 
technologies’ use in WP (Newsfront, 
June, p. 10). 

“Progress” May Not Increase 
Productivity — Office workload ex- 
panding at a greater rate than 
machines were designed to handle 
(Newsfront, June, p. 8). 

Report Calls Codecs Key to 
Future Office — Devices to play ma- 
jor role in electronic mail (Newsfront, 
May, p. 8). 

Report Predicts $300 Text-Editing 
Unit — Low priced-text-editing 
machines projected for 1980's 
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RESEARCH STUDY 


COMMUNICATING 
WORD PROCESSORS 


185 pages, 27 exhibits. Ten-year projection 
of market size and trends in technology, 
configuration, performance and price. 


Analyzes market for “electronic typewriters” 
with word processing and communications 
capabilities. 


Discusses impact of new networks, including 
ACS, SBS, XTEN. 


in-depth assessment of “infrastructure” re- 
quirements for large-scale electronic mail via 
CWP. 


Outlines expected changes in usage of 
business forms, fine papers, envelopes. 


Discusses the controversial regulatory, ju- 
dicial and legislative issues surrounding 
electronic mail. 

Review of present and potential suppliers. 


Published April 1979 Price $1,285.00 


For free descriptive literature and detailed table 
of contents contact: 


international Resource 

Development inc. 

30 High Street null 
Norwalk, Conn. 06851 U.S.A. 


Phone: (203) 866-6914 
WU Telex: 64-3452 





(Newsfront, June, p. 8). 

Reports Disagree on Fax Market 
— One research firm says 
shipments will decline in 1980's; 
other firms say opposite (Newsfront, 
July, p. 10) 

Service Firms Foreseen Entering 
WP Market — Products handling 
text-editing and DP tasks expected 
(Newsfront, July, p. 8). 

Staff Will Take Some Manage- 
ment Risks — Support staff will do 
many of today’s managers’ routine 
chores in office of the future 
(Newsfront, March, p. 7). 

The Story Behind Our Name 
Change — Why World is now 
Systems (Sept., p. 16). 

Survey Finds Centers Get Larger 
— IWP study finds WP operations 
average eight persons (Newsfront, 
Sept., p. 8). 

Teleconferencing to Rise Sixfold 
— Major impetus seen as availability 
of more wideband data paths 
(Newsfront, Oct., p. 6). 

Text-Editing Units Replacing 
Typewriters — By 1989 text-editing 
machines will average 58.6 percent 
of all keyboard sales, study projects 
(Newsfront, Nov., p. 6). 

Traditional Letter Costs Put at 
$5.59 — Produced via dictation 
machines, costs drop to $4.19 
(Newsfront, Aug., p. 8). 

User Seen as Key to Vendor 
Offerings — Equipment introduc- 
tions linked to management's 
willingness to use (Newsfront, Oct., 
p. 8). 

Word Processing Develops Wider 
Role as Core Element Among Other 
Office Information Systems — WP 
acts as central juncture for the 
preparation and communication of 
information to other places (Sept., p. 
12). 
Work Station Needs Depend on 
Occupation — Wide variations found 
in requirements (Newsfront, Oct., p. 
6 


). 

WP by Moonlight — Residential 
“offices” provide services as trend 
grows (Newsfront, Aug., p. 12). 

WP Communications Aided by 
AT&T — ACS will be fastest growing 
segment of data communication 
market through 1982 (Newsfront, 
Feb., p. 16). 

WP/DP Integration Focus of Next 
5 Years — Evolutionary develop- 
ments will lead to increased com- 
petition between vendors 
(Newsfront, Sept., p. 8). 

WP Manager Urged to Follow 
Own Path — WP could be enveloped 
by DP (Newsfront, Sept., p. 8). 

WP Market Growing Faster than 
Predicted — Market has reached 
1980 levels (Newsfront, March, p. 
6). 
WP Means Change — Introduc- 
tion to articles on WP’s past, pres- 
ent, and future that examine cen- 
ter structure and automated equip- 
ment (Jan., p. 11). 

WP to Serve as Link in Future Of- 
fice System — Technologies now 
treated separately will have to be 
coordinated in office of the future 
(Newsfront, March, p. 6). 


DECEMBER 1979 








wt 


%.* 


